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INTRODUCTION

1. Purpose. This handbook contains the policy governing the management, operation,
maintenance, acquisition, assignment, utilization and disposal requirements for
Department of the Interior-owned, -leased or -rented motor vehicles and related services.
This handbook implements provisions of 412 Departmental Manual (DM) — Motor
Vehicle Management and Federal Management Regulations (FMR Part 102) governed by
the General Services Administration. Vehicle management is also guided by the
Department’s Asset Management Plan which guides activities mandated by Executive
Order 13327 on Federal Real Property Asset Management.



CHAPTER 2. MOTOR VEHICLE USE AUTHORITY
1. Purpose. This chapter provides guidance for authorized motor vehicle use.

2. Official Use. Government owned, leased, or otherwise managed motor vehicles shall
be obtained and utilized only to the extent required for the efficient and effective
transaction of official Government business. Government motor vehicles are not
provided for the convenience of DOI employees.

A. Tt is official business when a Government motor vehicle is used:

(1) To carry out authorized programs, including program work under
contractual arrangements.

(2) To render assistance in major disasters or emergency situations.

(3) While on official temporary duty (TDY) travel assignments as documented
and approved on DOI Form 1020 (Travel Authorization). Secretary approval is not
required for home-to-work transportation during official travel. This includes using a
Government motor vehicle for transportation for the following purposes:

(a) Between official station and temporary duty locations.

(b) Between residence and common carrier terminal and from the common
carrier terminal to the residence.

(c) Within the metropolitan area of the official station.

(d) From common carrier terminals at a temporary duty station to place of
business and between such places if more than one is involved.

(e) From common carrier terminals at a temporary duty station to place of
lodging.

(f) From place of lodging to place of business at a temporary duty-station
where reasonable public transportation is not available or where the use of a Government
vehicle for such purposes would be advantageous to the Government.

(g) From place of lodging at a temporary duty station, where other
reasonable means of transportation are not available, to obtain goods or services
necessary to the health and well-being of the employee. This includes travel in a
Government vehicle to obtain medical services, attend religious services, and to obtain
goods and services at restaurants, barbershops, beauty shops, drugstores, laundries, and
dry-cleaning establishments.

B. The Ethics Reform Act of 1989, Section 503 (Public Law 101-194, November
30, 1989) allows agency heads to prescribe by rule the appropriate conditions for



(5) Type of passenger carrier;

(6) Justification for home-to-work transportation must include the following:
cost comparisons, times/dates, distances, locations, and the beneficial effects on work
performance and expected results;

(7) When a position is identified rather than an individual due to rapid
turnover, the determination shall include:

a. Job title and series number,

b. Duties of the position(s) which require the use of home-to-work
transportation, -

c. The address of the permanent duty station,
d. The operational level where the work is to be performed, and

d. Type of passenger carrier and justification - clearly citing the beneficial
effects of work performance and expected results.

(8) Authorizations for Investigation and Law Enforcement authorizations are
granted for a period of 4 years from the date of approval and may be re-certified every 4
years.

D. Determinations for Situations That Present a Clear and Present Danger,
Compelling Operational Consideration or Emergency. Determinations for situations that
present a clear and present danger, compelling operational consideration or emergency
are referred to as contingency determinations. Contingency determinations are
appropriate when offices require certain employees or positions to be ready to respond
when certain situations arise without warning. These determinations are prepared in
advance of knowing when or whether the event will happen and must clearly demonstrate
that the use of home-to-work transportation under the described circumstances will
substantially increase the efficiency and economy of the Government or is essential to the
conduct of official business. The following information shall be included in the request:

(1) Name and Title of Employee.

(2) Requesting Office.

(3) Home Address of Employee.

(4) Permanent Duty Station Address.

(5) Type of Passenger Carrier.
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(6) Justification for home-to-work transportation shall include the following:
cost comparisons, times/dates, distances, locations, and the beneficial effects on work
performance and expected results.

(7) Describe the events, situations or circumstances which, if and when they
occur, will authorize designated employee to be provided with Government
transportation to and from work.

(8) Anticipated duration of home-to-work usage.

(9) When a position is identified rather than an individual the determination
shall include the job title and series number, duties of the position which require the use
of home-to-work transportation, the address of the permanent duty station, the
operational level where the work is to be performed, type of passenger carrier and
justification - clearly citing the beneficial effects of work performance and expected
results and describing the events, situations or circumstances making home-to-work
transportation use necessary.

(10) The initial authorization for contingency determinations (compelling
operational consideration, clear and present danger, emergency) shall not exceed 15
calendar days. The duration of these approved determinations begins with the first day of
usage and expires 15 calendar days from that date or with the cessation of the event,
situation, or circumstance giving rise to the need for carrier use, whichever is earlier.
(Examples: A compelling operational consideration determination was approved October
11, 2001; the event giving rise to the need for carrier use was terminated October 13,
2001, the authorization expires October 13, 2001; or the employee first took a vehicle
home November 15, 2001, the authorization expires November 29, 2001.) Subsequent
authorizations of not more than 90 additional calendar days each can be approved should
the same circumstances continue. This process may continue as long as required by the
same circumstances.

6. Determination Submission. Transmit the requests by memorandum from the bureau
Director through their Assistant Secretary and the Director, Office of Acquisition and
Property Management (PAM) to the Secretary for approval. All information as cite
above in Paragraph 10 shall be included with the memorandum.

7. Clearance Requirements.

A. Office of the Solicitor. The Office of the Solicitor will review all requests for
legal sufficiency, following review by the Office of Acquisition and Property
Management and prior to submission to the Secretary, through the Assistant Secretary -
Policy, Management and Budget.

B. Office of Acquisition and Property Management (PAM). The Office of
Acquisition and Property Management will review each request to ensure it meets the
criteria for approval. Requests will then be referred to the Secretary, through the
Assistant Secretary — Policy, Management and Budget, for approval.

34



8. Termination of Approved Authorizations. Offices must notify the appropriate
regional and headquarters office program coordinator, who will notify PAM when:

A. A previously approved determination is canceled;

B. The employee or position no longer requires home-to-work transportation;
C. The determination expires and is not being renewed; or

D. For other similar reasons.

The notification shall include the employee name(s), and/or position title(s), a copy of the
original determination, and the approval date(s).

9. Bureau/Office Responsibilities. Bureaus and Offices must designate a Program
Coordinator with responsibility for:

A. Coordinating and disseminating information concerning home-to-work
authority;

B. Assisting in completing and processing determination requests;

C. Collecting the monthly Home-To-Work Transportation Log (defined in par.
17a below) from employees when usage is made, and monitoring usage, and maintaining
file copies; and

D. Meeting other program requirements, including reports to Congress.

10. Reporting Responsibilities. The Office of Financial Management has the
responsibility for implementing the Internal Revenue Service (IRS) Tax Reform Act of
1984. This Act established employer-provided transportation as a fringe benefit that is
considered income for tax purposes. Employees are considered liable for this fringe
benefit tax when they use a Government motor vehicle between their residence and
official duty station more than 12 trips during the reporting year (November 1 through
October 31). (Employees must contact the Office of Financial Management (PFM)
regarding the rules and regulations governing this IRS tax rule.)

11. Reporting Vehicle Usage. Operators and passengers using Government motor
vehicles for home-to-work transportation are required to record each trip on a monthly
Home-To-Work Transportation Log.

A. Report Information. The records must establish that any home to work
transportation was used for official purposes and at a minimum, include the following:

(1) Name and title of the employee using the carrier.
(2) Signature of the employee and the supervisor.

(3) Passenger carrier identification.
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(4) Date(s) of use.

(5) Location(s).

(6) Duration of home-to-work transportation.

(7) Circumstances requiring the home-to-work transportation.
(8) Approval letter signed by the Secretary.

B. Report Submission Process.

(1) The employee completes the log, and he/she and the supervisor sign each
page of the log.

(2) The supervisor maintains a copy and provides one copy to the bureau
Senior Fleet Manager.

(3) The bureau Senior Fleet Manager maintains a copy for audit purposes and
submits a quarterly report to PFM updating usage performed under the authorization.

C. Exception. Personnel operating non-personal use vehicles (as described by the
Internal Revenue Service) may be exempt from the Tax Reform Act of 1984 and are not
required to submit monthly Home-To-Work Transportation Log to PFM. Non-personal
use vehicles include ambulances, certain trucks and buses, clearly marked police and fire
vehicles, and unmarked vehicles used by law enforcement officers. Personnel in this
category should consult the Solicitor’s Office and PFM concerning the non-personal use
vehicle exclusion.

12. Congressional and Departmental Reports.

A. Authorized home-to-work transportation determinations and transportation
usage performed by employees must be reported to the following Congressional
committees by the bureau Senior Fleet Manager not later than 60 calendar days after
approval. Subsequent determinations can be consolidated into a single report and
submitted quarterly.

(1) Chairman, Committee on Governmental Affairs, United States Senate,
Suite SD-340, Dirksen Senate Office Building, Washington, DC 20510-6250, and

(2) Chairman, Committee on Governmental Reform, United States House of
Representatives, Suite 2157, Rayburn House Office Building, Washington, DC 20515—
6143,

B. Bureaus must promptly report exercised contingency determinations to PAM
within 15 working days after the last day of usage. Provide the following information:

(1) The name and title of the employee.
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(2) The organizational title.
(3) The reason justifying the use of the contingency determination.

(4) The dates when the usage began and ended, or will end..
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